
OFFICE OFTHE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAQEMENT DIVISION . . I . ~. ._ ~~ ~ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
- ~ ~ " ~ - . ~ ~ ~ ~ ~ ~ ~ - ~ _ . _ - -  ~~ 

-~ 
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing th is  form. Forward signed original to 
Department of Archim and History, Records Management Division, 330 Capitol Avenue, Atlanta. Georgia, 30334. 

* 

870s 9-03 ._.._%. . Attention: Scheduling Section. I 
_ . ~ . - - -  . .-___:. 

1. Agenq Addreu 
Ccmnissioner of Insurance -I-- Insurance DeWtment - Reuulatorv Laws 

- - ,-_ .-~...%--- 

FOR AQENCY USE - - - - 
ipplication Date 

- >  

604 West Towkr, Floyd Wliiding 
200 Piedmont Avenue. S.E. 

- - ----- 
wplication Number 

Application Number 

89-030 

Telephone Number 

-,_--~_ M a r 2  . zrr=-=z Jane Johnston ~ ._I ~ 5 ~ ~ ~ , - * ~ . - . ' ~ - ? ~ = :  -~~ .~~oi ._____.~ i_ . - .~ . .~ - .  Administrative ~::. Clerk . ~ ___ ~ ~ ~~ ~ - ? _  6 5 6 - 2 0 K  ~ ~~~~~ 

I. Action Requested 
8. 
b. 
I3 Estaotim Retention Schedule; record will continue to accumulate. 
0 Dispose of piesent accumulation: no further accumulation anticiwted. 

_c: 0 - Amend __. ApplicationNo. ~~ ~Check.One:OChange;_SL.Scl~rcede;. O~~V_Oid .. . ~ ~ 

I. Earliest Dater of ~&rier Latest r&%%eyGe BFarterly Firernal * /followed statere7ts by tide (mty,?litle used in office; i f  different) 

i. Division and Office Function What is the function of the Division and the Office in which this record series is created? 

The Cmnissioner of Insurance is respnsible for regulating insurance ccmpanies and for 
administering insuranc+related laws; supkrvising and licensing loan ccmpanies making loans 

m-~--%~LEEe!~ .. _ _ ~  ~ . _ _ " _ i _ _ _ _ _ ~ t _ _ f ~ ~ ~ ~  ~. . 

less; and enforcing the State's Fire Safety Laws and Mobile hcme sales 

fie Insurance Division supervises insurance canpanies and agents, LL - 9  

- 
examines policy formscand policy rates, and administers insurance related laws. 
Division also licenses agents and cbnpanies and investigates consuw~ complaints. 

?he 

. .  . .  

_. ~ . ~ .  ~ , I . _ _ ~ ~ _ _ _ _ _ ~ I ~ _ _  . . . ~~~~ _.- 

r. Record Serb4 Desalption 

Documents relating to: 

Th is  file contains the following documents (include form numbenend titles, if any): 
Attach samples of the fiie. 

Insurers Financial@a&ent - a quarterly statement is received each 
quarter and one quarter supersedes the 

lnduded are: Quarterly Figures present quarter. 

. .. - ~- 

1 

File is  arranged: Alphabetically 
. .  . .  

_L , .  \ . :  
. .  

-_ ~ .__. ~ ~~ ~ ~ ~~,~~ _ _  .~ ~~ ~ ~.~ 
. .  . .  B. Monthly Reference Rate How often are records referred to which are: , .  . . -' 

\ " 
I ,~ 

. . .  .~ 
One to six months old --.--; 1 Seven to twelve months old ~. ~A--; Thirteen to twenty-four 'months old -~.-~ --~.; 

. -  5 dnty-five. months and older-~~-_--? , ... . . -_ __ __ ~~ . . ~~ ~ ~-.- ~ . 
.~ _~- i ____ 

2 ; Legal-size drawers __ -;Shelves .__.-__ ~., .: Other / W a i f y )  - --.--A. .~ .~ . 

3. Annual Rate of Accumulation' of Record1 

. ,  

Lettersize drawers 
I 

.- 

I 



I 

t- 

t 
a. i s  mis me omciai mpy OT KIW series( 

I f _ n & w h r e A i .  ~~ - ~~~~ -. .~ ~-_ 
x-,~---~ ~ - __ . -..~ -.~L I_;__Ii_~__..~___ ~ 

Xl_~c.. ISthis~VtaJ record? -~ ..-.- I__F~ 

1 
I b, Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

1. d. Does this series have histo&I.qLog termEarch.v&te)~,. 

I 

, I  
~ .__--____ _"~---_- X 

e. When one or two documants in the file make it necessary to keep the entire fils for a long period, could these 
X L  LA wenm.he~scheduled traarateld. _-__ i _ ~ ~ ~  - __._I ..; , ~, ~ .. ~- __-- ___ 

* X~_l- fJ~thdn€awtionmntnined in ~hirrarjrr~~uhlirbadl~Lfyas,anach.~nu.. . . ..:.. ..:. ~~ ~ -._~-:- 'I g. Is the information contained in this series ewr analyzed end/or reWded in a summarized rrport? x_- ---1fAWaUBCh CODY,.-. .. 2.. ~ ~ -__~___ ..-___f._.__ 

.. I h.' Is there a duplication of th is  series in your office, or in another office or agency? 

Retention Rquinmentr Tho following requires the series to be kept: 

a. State Law - -- -years. 1. Audit period --_ - - _. -. -years. 
~ - - - vyca rs .  e. Administrative need ~ L P Q D B X -  ,years. b. Statute of limitation 

c. Federal law -. .-_'__-_---years. f. Federal tetention instructions ,--A~=-vaars. 
2- 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

Referra1;lFurpDses' : ' .  '..;.ti- i : ~ ~ ! . :  

-; -- . ~-----..- -__-  -~ - 
12. A D O ~ O V ~ ~  birpoution Instructions This agency recommends thar the file series be cut otf at  thb end of each: 

0 Calendar Year: 17 Fiscal Year: a Other _@.ZkL!L_ 

year (s) ; then 

_____ then, 
- .~ _- 

XX Hold in the current filesarea L-~-.-month(s) - .. 
0 Transfer to local holding area, hold __ .. ._ .year(s): then 
0 Transfer to State Reaxds Center: hold -_.. ...---y ear(s); then 

0 Transfer to State Archives for permanent retention. ;g  X S  Destroy. 

0 Other ~'@ec;fy/ 3 z 

I ~ e s t r o y a s  subsequent f i l ings are receivM 

I ' ,  

These instructions apply to a l l  prior and future accumulations of the series. 


